Viewing and Exporting Data from the OLM Dashboard in Bl Tool

Step | Action
1| Go to the County Portal: ——
eportal.montgomerycountymd.gov e (| ® cportolmontgomerycountymd.gows £ - @ | @ AccessMcs (Login
File Edit View Favorites Tools Help
Enter |n your username and password 95 2] TechMOD I3 Suggested Sites v @ New EPortal £ TAS Sharepoint £ | TAS Test Environment £ ] MCG Intemet £ MCG Intranet “%: Old EPor]
Click the Logln Button. UNAUTHORIZED ACCESS IS PROHIBITED AND PUNISHABLE BY LAW!
Welcome to Montgomery County, Maryland - Single Sign On
: User Name:
Password:
Forgot Password? My Account
Unlock My Account Change My Password
ACCESSIN
application portal
2. Click on the Enterprise Business

Intelligence and Reporting
application.

Enterprise Business Intelligence and
Reporting

All Apps DTS Featured FIN & Risk Mgmt HR Internal Internet
.
Self Service Apps, Featured, Internet, MCG, Top-5 App

Employee Self-Service

Oracle eBusiness (EBS/ERP)

Oracle eBusiness (EBS/ERP)

M




| Action

Click the Go to Enterprise Business
Intelligence button.

Go to Enterprise Business Intelligence

Enterprise Business Intelligence and Reporting

m.

e p..

Welcome to Enterprise Business
Intelligence (BI) and Reporting
MCG Reporting Ap: s are complete Business Intelligence

solutions.

Go to Enterprise Business Intelligence

Click the on Dashboards drop down
menu.

MCG Business Intelligence Produc... search |Al -] |

Overview Home | Catalog = Favorite r E New -~ @ Open =

Financials Human Resources/Payrol MCG Legacy

Summary Detail Repd

Purchasing General Ledger

The General Ledger (GL) dashboard provides a prd
budgets, expenditures/revenues, encumbrances, a|
General Ledger Chart of Account Codes (Fund, Cod
hierarchical roll-ups (e.qg., Department, Division, S

The Purchasing Summary dashboard provides countywide and department analytics
regarding dollar amount and number of MFD and LSPRP purchase orders, numbers of
POs and requisitions by month, Top 10 Vendors receiving purchase orders from the

County, efc.

Click on Class Enroliments.

Signed In As Johnson, Michaela E. -

Most Recent{Overview - Financials) =~ (&

My Dashboard
= MCG Departments
MCERP

=] MCG Financials

nt fiscal year budgets, expenditures/revenues,

Accounts Payable Details mrt of Account Codes (Fund, Cost Canter, and
Accounts Payable Summary tion, and Programs). Additional Reports are

Purchasing Details

Purchasing Summary
= MCG HRMS

Class Enrollments

HR. Assignment-En

OLM KPIs

PMR Assignments

Positions - Enterprisa

and encumbrance figure is provided. Also,
budget by Personnel Costs (PC) and/or
ing pay periods in the fiscal year based

with information on requisitions,
t stabus, amounts, balances, agreement




The Class Enrollment Dashboard
will open.

Three (3) reports were cf r
HR Liaisons and Training Program
Managers.

Department History

~~—

Class Enrollments

Mandatr »

Home | Catalog = Favorites v | Dashboards +

‘*Newv

BS Open ~

Signed In As Johnson, Michaela E. v

Catalog Preparation Class Preparation Departmenly History End of Year Report Employee Training Schedule Enroliments by Class Course Compliand Mandat: |
e Department Histo ~
p o ry Parent Categary Lvi2 |—52 | Course Name -5 alue— | Class Name [—522cr Vale—  *| Class Start Date Betwean [y )
e Mandatory Training e —
Enrollments...
—  For Employees Catalog Preparation Report
Time run: 5/1/2015 8:44:45 AM
— For Managers
L :Eg:n (P;;:;Ery EEZEW Course Namg E;g;ﬁima‘ Offering Name | Class Name Class Start Date Class End Date .E::f: g‘t:ﬁs ﬁs‘;“me Resource Name
Select the Report by clicking on Wi e
Behavioral [HHS - MCG ASAM Placement 3.00 |ASAM Placement |ASAM Placement |09/25/2014 09/25/2014 13:00 [Closed  |Trainer | Athena Loukides-
the tab. Health Center for | Training |Criteria Course Criteria ILT Criteria Class - Morrow, MA,
Continuous Offering 2014-09-25 16:00 LCPC,
Learning Montgomery
The Department History Report 1
Dashboard . Catalog Preparation Class Preparation Department History End of Year Report Employee Training Schedule Enrollments by Class Course Compliance Report Mandat » :l:-,
Department OHR =] course Name [ alue—- | Class Name [-= Sl = Delivery Mode |—5¢ ‘alle—- =
The parameters are at the top. Class Start Date Betwaen &- &
Enrollment Date for CBT Between E("B- E("B
Completion Date for CET Between E("B- E("B
PR e 4
e
Department History Report
Time run: 9/1/2016 10:15:39 AM
Below that you will see the last
report ran. L L Employes/Party | Deli Enroliment |Completion |Class [Cl
i . i . earmer eamer |Employes/Pal ivery nrollmes mpletion |Class (Class  |E
_ NOt'Ce the |nf0rmat|0n Wh|Ch Hr Org Name Job Type |Number Mode Course Name | Class Mame Class Start Date Class End Date Date Date Time |Status |Status
. \ OHR. 33 Chohda,  |Specialist|MCG  [1547 Instructor | A/P & AP & 05/07/2015 05/07/2015 5/21/2015 |0jof0 13:00 |Closed |Attended
W|” be reﬂeCted In the I'eport Administrative | Anjoo Led Procurement | Procurement -
Services Training Year-End ‘Year-End 16:00
Team (Classroom) | Training Training Class
Course 2015-05-07
Accounts Accounts 04/16/2015 04/16/2015 412015 |0jof0 09:00 |Closed |Attended
Payable Payable -
Fundamentals |Fundamentals 15:00
- Non Inguiry |- Non Inguiry
Course Refresher
Class 2015-04-
16




Setting Parameters

1. Select Department
—  The report will default to -
OHR.
—  Remove the checkmark
from the OHR box. N
. o -l.l:-
—  Using the scroll bar find Ao L
and select your R —
Department .
2. Select Class/Course Course Name | —Selsct Valus— | Class Name Delivery Mods |—Selact Value—
By [Jrcoumnvalues) GO ~
ThlS W||| prOVide a IISt Of |:| “Flu F‘le\.fehtion Strat&gh?s: Steps hJ St
. the de artment |:|1D Strategies for Improving Yeur Finances Course
everyone n K p []2011 & 2014 National Electrical Training Course
WhO has enro”ed ina CIaSS. [[]2015 NFPA 101 - Code Training Course Resel
[[] 2D Printing Revolution Course
Use the drop menus to: | [[]&/20 TEST Security Awareness Training Course V]
— Select the Course M|_| ?ISHabitE of Highly Effective Supervisors Course
. ore! Search...
—  Select the Corresponding
Class.
3. Select Delivery Mode | Delivery Mode [—Select Valie— -]

[T 2N Column Values)
|:| Instructor Led Training (Classroom)

Defines the way the class was

presented [] self-Paced Onlins
[] self-Study Offline
B I’?]se?ﬂlt.ll';e drOp down |:| ‘Web Conference Training

—  Select the Method Search...




4. Select Time Frame

Class Start Date Between | E'"G- E'"(FJ
You will usually only use the Enrallment Date for CBT Between G- 73
Cla_ss Start Date Between Completion Date for CBT Between & &
option.
Use the scheduling icons &
to select each date. 4
5. Click Apply Apply
Exporting Report

6. Scroll down to the bottom of
the page
7. Click Export
The Format Menu will open.
— Click Data
— Click CSV Format
You will be prompted to Save the
document.
Save it.
Change it from a CSV file to
an Excel file.
In Excel, you can manipulate
the data to fit your needs;

format the columns, use
PivotTables, etc.




Process Class

20141202 | {3 ppr

Mew i

Procurement @ Excel
Compliance ; )
Legislations Powerpoint
Class 2015-09- A ;

e Web Archive (3
S0 g gn o

Refrash - Print - Export

LUIF=LI°UL
New New 08/25/2015 09/25/2015 9/14/2015 |0/0/0  |09:00|Closed |Attended
Procurement  |Procurement -
Compliance | Compliance 12:00
Legislations | Leqislations
Course Class 2013-09-
25
5 G Rows1-50
Refresh - Print - Export W
I
PDF
25/2015
@ Excel 3 /
Powerpoint 3
Web Archive (.mht)
] pata v N Dlcsv Format)
Export = TEE TATeEs Format
il %ML Format [




The Mandatory Enrollment by
Department Reports.

These reports will provide the
names of

— Allemployees, or

— Al Managers and Supervisors
in your Department and what their
enrollment status is for a specific
class, whether or not they ever
enrolled in it.

On the Dashboard, the Mandatory
Enrollment tabs are on th
right.

1. Click the arrow to see both BS Open ~ | Signed In As Johnson, Michaela E.
reports flass | Course Com|

nmpliance Report Mandat #

Mandatory Enroliments for Employees

Mandatory Enrcliments for Managers
= [

2. Select the Report.

The parameters are at the top.

Department (OHR = course Name Praventing Wcrkplaoaﬂ Delivery Mode |—Salact Valie— =l

_Apply | Reset~

Below that you will see the last

report ran. Mandatory Enrollment by Department

—  Notice the information which | """ & sz
will be reflected in the report.

Attendance . A _ Course End Course Completicn
Status Learner Name Supervisor Name | Division Depariment | Hire Date Course Name Date Date

INot Attended | Fulco, Belinda 1. Plucinski, Karen J, |OHR 33 Health and Employes Welfare Division |OHR 6/19/2000 12:00:00 |Preventing Workplace
An L N

Crowcs
|




Setting Parameters
8.  Select Department

—  The report will default to
OHR.

— Remove the checkmark
from the OHR box.

—  Using the scroll bar find
and select your
Department

9. Select Course

—  Use the drop menus to
Select the Course.

10. Select Delivery Mode

Defines the way the class was
presented

— Use the drop down
menus

—  Select the Method

—  Click Apply

[ ] (&l Column Values)

[ | 5ef-Paced Online
partme [ sei-study offine
[ ] web Conference Training

|:| Instructor Led Training {Classroom)

Search...

Department [OHR |
[JHRC
[Jier ~
ue
[ mPE I
InDa
[Joas
[Joce v
OHR Il
sor Mame earch...
Course Name PPreventing Workplace = Delivery Mode hd
o Preventing Workplace Harassment Course I
Today's Diverse Workplace Course Lo
Injury Prevention across the Life Span Course I
ry E nrg Fundamentals of the Immigration System Course
Clients with Suicidal Ideation and Behaviors Course I
Mursing and Motivational Interviewing Course
Child First Forensic Interview Courzs W v
Financial Exploitation of “/ulnerable Adults Course |_|_
More/Search... tJ
Delivery Mode Rl

Department (OHR

| courss Name Preventing Workplace | Delivery Mods

Apply |J Reset ~




Exporting Report
11. Scroll down to the bottom of
the page
12. Click Export
The Format Menu will open.
— Click Data
—  Click CSV Format
You will be prompted to Save the
document.
Save it.
Change it from a CSV file to
an Excel file.
In Excel, you can manipulate
the data to fit your needs;

format the columns, use
PivotTables, etc.

Class

4-12-02 _ PDF

New | iy
Procurement Excal

Leqislations

25

55 egR Dom

Refresh - Print - Export

Compliance Fowerpoin
Class 2015-09- Weh Archi

ARG o W R F]
New MNewy 09/25/2015 09/25/2015 9/14/2015 |0/0f0 09:00 |Closed |Attended
Procurement | Procurement -
Compliance | Compliance 12:00
Legislations | Legislations
Course Class 2015-09-
25
S0 b B Rows1-50

Refresh - Print - Expart




PDF

- X 25/2015

Powerpoint 3

Web Archive (.mht)

[ pata v 1 Clcsv Format| ]
Export [ Tab delimited Format

il %ML Format




